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• Display the employee’s timecard and select the correct time period located under the
employee’s name.

• Select the punch to be changed and right click, or select the Punch tab and click on
Edit.

• Choose the Edit Punch option.

• Select the appropriate option from the Cancel Deduction box.

• Click OK.

• Select Save.

NOTE: If an employee clocks in and out for lunch this will override the automatic meal
deduction, but if the employee clocks in and out for less than the scheduled deduction,
the full deduction will still be taken.


